
SOP FOR  SEED LICENSE BY THE DIRECTORATE OF 

HORTICULTURE FOR STATE 

 

 

 Open the portal (https://edistrict.odisha.gov.in)  in your favourite web 

browser .  

 

 Register in the portal for creating a login account. It is a one time process 

for availing all services under edistrict portal.  

 

 Steps to follow for registering in the portal 

 You must have a valid email ID and mobile no for registration into 

the system. If you do not have it then creates a valid email ID and 

arranges a mobile no.  

 Click on the Services icon (Top right of the page). You will be 

redirected to the “Register Yourself” icon along with list of 

services available in the portal. Click on Register Yourself icon.One 

pop-up menu will appear. Enter all the required information and 

validate it. The system will send one email OTP and mobile OTP to 

your respective email ID and Mobile Number.  

 Enter the email OTP and mobile OTP received by you and submit. 

Once it is successful your login account is created. 

 

(Refer the screen shot for registering into the system) 

https://edistrict.odisha.gov.in/


 

 

 Once the registration is over, click on the certificate you want to apply. A 

new window will open. Click on apply for services. Then click on online.  

Enter your login credentials (i.e.either with your registered email ID or 

Mobile Number). After successful login the application form will appear. 

 Steps for submitting Application Form  

o Fill the application Form. (Refer below for a sample application 

form).  

o Verify the data. (Edit if required). 

o Attach the Annexure Documents. 

o Submit the application form. 

o On successful submission an Acknowledgement slip will be 

generated which will be available in your view application status. 

It can be downloaded and printed for offline reference.  

o A SMS conformation containing application reference number will 

be send to the applicant mobile number mentioned in the form.  



o You can track the status of the application in “Track Application 

Status” section.  

o A SMS will send to the applicant after issue / reject of the 

application.  

o Applicant can download the certificate from “Track Application 

Status”. 

 

Annexure Documents Required  

All the following documents are mandatory to be uploaded.  

 Copy of Memorandum of Association for Pvt. Ltd & Public Ltd Company 

 Details of Laboratory facilities  

 Details of R and D Processing Plants and packing or labelling  

 Specimen Copy of Label  

 Photocopy of Aadhar Card of the person applying on behalf of firm 

 Location Map of store GPS Photo 

 Address Proof of store Sale point and Office 

 Photocopy of GSTIN No 

 Photocopy of Treasury Challan 

For new license fees-1000/- ,Renewal fees-500/- 

Head of the account – In favour of Director of Horticulture, Odisha, 

Bhubaneswar (0435- other Agriculture Programme -00-501-services & 

Service fees -0010-charges for service provided – 02072 –Licensing fees 

for fertilizer, pesticide & seeds) 

Apart from the above documents, Applicant has to download the following 

Predefined documents before filling the Application form and upload these 

documents after filling the Application Form.  

 Proforma – II 

 Proforma – III 

 Proforma - XI 
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HOW TO MANAGE PROFILE 
1. LOGIN TO THE PROFILE 

 

2. Click on Manage Profile 
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3. THEN CLICK ON VIEW PROFILE TO SEE A LL THE DETAILS.  

 

4. CLICK ON MODIFY PROFILE TO CHANGE NAME, ADDRESS, EMAIL ID, AND MOBILE 
NUMBER.  

 

5.CLICK ON CHANGE PASSWORD TO RESET YOUR PASSWORD. THEN ENTER YOUR OLD 
PASSWORD AND NEW PASSWORD AND THEN SUBMIT. 
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After a Citizen will apply for seed license service from service plus (state), application form will go 

to the Nodal Scheme officer. 

 

Procedure to follow by Scheme officer  

1. Login to Scheme Officer 

 

 

Step1:   After login to Scheme Officer using the given credential, click on Message box tab on 

the Menu panel on the left side of the screen steps to find out pending application forms. 

Step2: Choose the service type from the drop down here it is Seed License by the Director of 

Horticulture for State. 

Step 3: Choose the task type from the drop down here it is Verification of Company 

Application Form 

Step4: Here put the specific application reference no to find out details e.g: 

HSLS/2018/00062, put this reference number to find out details of the specific 
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. 

. 

Step5: Here Scheme Admin Officer Can view types of application form i.e. current applications or 

applications on hold. 

Step6: Click submit, list of application forms will appear. 

Step7: Click on the application reference number to get details and enclosures attached to the 

application form. 

Step8: Click on Pull, it will redirect to verification of Application form. 
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Verification of Application form by Scheme Admin Officer 

 

Step1: Scheme Admin either forward application to applicant for asking for document resubmission 

or forward application to DDH State for further verification. 

Step2: Scheme Admin can reject the application too. 

Step3: Scheme Admin can ask for document resubmission 

Step4: Scheme Admin can forward to DDH State. 

Step5: Check DDH State to forward to DDH State. 

Step6: Remarks given to DDH State. 
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Procedure to follow by DDH State officer  

1.Login to DDH State officer

 

Message box of DDH State 
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Step1: Click on the inbox on the menu panel of DDH State to find out pending application form. 

Step2: Click on the Seed License by the director of horticulture f or state. 

Step3: Click on the Verification by DDH STATE 

Step4: View as current applications or applications on hold. 

Step5: Click on the HSLS/2018/00062 to get details of the applications. 

Step6: Click pull to redirect it to next page. 

Verification of Application Form By DDH State 

 

Step1: Click on the inbox to find out the pending applications form. 

Step2: DDH state can forward or reject the application form. 

Step3: Verification by DDH district or verification of Company Application Form by officials. 

Step4: Remarks given by state DDH to district DDH. 

Step5: Select officials here it is i.e. DDH-Kendujhar concerned district officials.  
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Procedure to follow by DDH District  

1.Login to DDH District

 

2. Message box  of  DDH District 
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Step1: Click on the inbox on menu panel of DDH district officers. 

Step2: Select Seed License by the director of horticulture for state. 

Step3: select verification by DDH district. 

Step4: Click on the application reference number to find know details of the application form. 

Step5: pull the application for further proceeding. 

Verification by DDH District 

 

 

Step1: Click on the forward to send application to AHO block officer. 

Step2: Click the AHO block to notify concerned block officers. 

Step3: Any remarks given by DDH District to the respective AHO. 
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Procedure to follow by AHO  

1. Login to AHO 

 

2. Message box of AHO. 

In inbox all the application form will be displayed to AHO 
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Step1: Click on the inbox on the menu panel of AHO block officer to find out the pending application 

form. 

Step2: Select the service Seed License by the Directorate of Horticulture for state. 

Step3: Select the task physical verification of company application form. 

Step4: Click on the application reference number to find out the details of the application form. 

Step5: Click on the pull to proceed further. 

After pulling the application form  AHO  Message Box. 
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Physical Verification By AHO  
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Step1: This is the same inbox in menu of AHO. 

Step2: This is the service name on which AHO is currently working on.  

Step3: This is the task name on which AHO is currently working on.  

Step4: This is Application Reference Number which is same before pulling the application 

form. 

Step5: This is date on which application received by the officer.  

Step 6: Here AHO has to fill up the inspection form with all the necessary information and all 

the mandatory fields has to be filled. 

Step7 : After physical verification by AHO, this will be forwarded to DDH with all documents 

and remarks. 

Step 8: Click the submit button to complete the process. 

. 
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Authentication by DDH DISTRICT  

LOGIN TO DDH 

 

Message Box of DDH. In inbox all the application form will be displayed to DDH 
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Step1: Click on the inbox on the menu panel of the DDH district for authentication of Application 

form. 

Step2: Click on the seed license by the director of horticulture for state. 

Step3: Click on the Authentication of application form. 

Step4: Click on the application reference number to get details about the application form. 

Step5: Click on the pull to proceed further. 

 

After pulling the application from DDH massage box 

 

Step1: Click on the forward to proceed further. 

Step2: Click on the Additional Director to send application to AD-Horticulture. 

Step3: Remarks given by DDH District to Additional Director. 
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Procedure to follow by Additional Director  

Login to Additional Director  
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Step1: Click on the reject or deliver to take action. 

Step2: Remarks given by Additional Director to applicant. 
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Certificate generated by Additional Director of horticulture to applicant. 
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HOW TO CALL BACK A SENT APPLICATION FORM 
 
 

1. An official can call back a sent application form if and only if the application form has not 

been pulled by the next level official. Login to the profile. Click on the Message box and then 

click on sent Applications. 

 

2. Select the service name, select task, and select date. Then select  ‘view only the application 

available for call-back’. 

3. Then click on ‘cancel your last action’. 
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4. Click on Submit to complete the process. 
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